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PROCUREMENT  NEWS  AND  NOTES 


New  Look!  Welcome  to  the  first  issue  of  "GSD 
Update."  As  promised,  the  look  of  the  former 
"Getting  it  Purchased"  newsletter  has  changed 
due  to  the  merger  of  the  Procurement  and 
Printing  Division  with  the  General  Services 
Division.  "GSD  Update"  will  continue  to  cover- 
purchasing  issues,  but  the  scope  will  be 
expanded  to  include  issues  concerning  the 
Capitol  Complex  facilities.  See  articles  on  page 
2. 

Documentation  Can  Be  Everything.  Lately 
there  has  been  a  lot  of  media  attention  on 
exactly  what  is  involved  in  a  proper  procurement 
process.  Whether  it's  an  employee  disciplinary 
action,  a  procurement  protest,  an  inquiry  from 
the  Legislative  Auditor,  or  a  records  search  by 
the  media,  documentation  can  make  or  break 
your  case.  In  the  area  of  procurement, 
standards  and  processes  have  been  established 
to  assist  your  agency  in  complying  with  the 
requirements  of  the  Montana  Procurement  Act 
and  its  accompanying  rules.  All  of  the  required 
forms  and  language  can  be  found  on  our 
website.  If  you  need  any  assistance  in  finding 
information  on  correct  procurement  procedures 
or  would  like  someone  from  the  State 
Procurement  Bureau  to  present  training  to  your 
agency,  please  just  give  us  a  call  at  444-2575. 
No  ones  likes  headlines. 

Here  Comes  Year-End.  Here's  a  reminder  to 
agencies  that  all  FY02  requisitions  must  be 
received  by  the  State  Procurement  Bureau  by 
May  1 ,  2002,  so  that  all  contracts  and  purchase 
orders  can  be  completed  no  later  than  June  30, 
2002.  If  agencies  need  to  encumber  funds  as  a 
FY2002  purchase,  the  entire  purchasing  process 
must  be  completed  by  this  date. 


Sheltered  Worlcshops  and  Prevailing  Wages. 

Montana  state  agencies  may  contract  directly 
with  Sheltered  Workshops  for  any  of  the 
products  or  supplies  they  provide.  However,  a 
question  was  recently  posed  to  the  State 
Procurement  Bureau  as  to  whether  or  not 
prevailing  wages  must  be  paid  when  contracting 
with  Sheltered  Workshops  for  services  such  as 
janitorial  or  mail  handling.  We  re-directed  this 
question  to  the  state  departments  of  Labor  and 
Industry  and  Public  Health  and  Human  Services. 
In  both  instances,  we  were  advised  that 
Sheltered  Workshops  are  not  exempt  from  the 
prevailing  wages  requirements  of  section  18-2- 
401 ,  MCA. 

What  this  means  is  that  language  must  be 
included  in  any  contract  with  a  total  contract 
value  of  $25,000  between  a  Sheltered 
Workshop  and  a  public  agency,  stipulating  that 
the  current  prevailing  wage  will  be  paid  to  all 
workers  under  the  contract.  More  information  is 
available  concerning  the  prevailing  wage  rates 
and  laws  on  the  Department  of  Labor  and 
Industry's  website  at: 

http://rad.dli.state.mt.us/waae/PWHOME.htm  or 
by  calling  444-9091 . 

New  Face  at  State  Procurement  Bureau!  The 

State  Procurement  Bureau  recently  welcomed 
Kim  Stewart  as  the  new  Contracts  Assistant  for 
Penny  Moon  and  Jeanne  Wolf.  Kim  will  also 
handle  receptionist  duties  for  the  bureau.  Kim 
was  previously  employed  as  a  receptionist/data 
entry  person  for  Collision  Pro,  Inc.,  here  in 
Helena. 

More  Answers.  A  question  that  came  up  during 
one  of  the  procurement  training  classes  was: 
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Whether  the  SPB  could  present  a  day-long 
PUG  meeting  once  a  year  that  recapped  the 
big  issues  for  the  year?  The  intent  would  be 
to  allow  procurement  people  from  outlying 
areas  to  attend  because  it  would  be  easier  to 
justify  6-8  hours  of  travel  and  overnight 
expenses  for  a  whole  day  than  expenses 
incurred  for  a  three  hour  meeting  four  times 
a  year. 

We  are  considering  presenting  a  half-day 
"Update  on  Purchasing  Issues"  class  in  Billings 
along  with  the  Basic  and  Advanced  Purchasing 
courses.  Another  suggestion  would  be  to  do  a 
recap  PUG  session  at  the  annual  Big  Sky  Public 
Purchasing  Association  meeting,  perhaps  as  a 
breakout  session  for  those  who  have  not 
attended  the  quarterly  Helena  PUG  meetings. 

We  encourage  those  in  outlying  agencies  to 
watch  our  website  for  PUG  agendas  and 
handouts  and  to  call  us  with  specific  questions. 
Generally  PUG  topics  are  also  covered  in  this 
quarterly  newsletter. 


NEW  REQUISITION  OPTION 

Effective  March  1 ,  2002,  the  State  Procurement 
Bureau  (SPB)  began  offering  a  new  option  for 
submitting  requisitions  to  the  Bureau.  Agencies 
now  have  the  option  of  using  a  WORD 
requisition  form  and  e-mailing  it  to  the  "State 
Procurement  Bureau"  mailbox  in  Outlook.  The 
new  form  is  available  in  WORD  fomnat  at  the 
SPB  website  at: 

http://www.dlscoverlnqmontana.com/doa/ppd/st 
st.htm#FI.  Instructions  for  filling  out  the  form  are 
posted  below  the  form  on  the  website.  Brad 
Sanders,  Senior  Contracts  Officer  for  the  SPB, 
will  function  as  the  "gatekeeper"  for  receiving 
the  requisitions.  He  will  receive  and  transmit  the 
requisitions  to  the  appropriate  contracts  officer 
within  the  Bureau.  Please  contact  Brad  at  444- 
1459  or  bsanders@state .  mt.  us  concerning  any 
questions  about  the  process. 

It  is  important  to  note  that  agencies  still  have  the 
option  of  submitting  a  PeopleSoft  requisition  to 
the  Bureau. 


FACILITIES  MANAGEMENT 
NEWS  AND  NOTES 


Recycle  Montana.  During  calendar  year  2001, 
state  employees  in  the  Helena  area  recycled 
materials  that  diverted  over  325  tons  of  materials 
from  area  landfills.  This  resulted  in  an  increase  of 
24  tons  over  last  year  making  this  the  sixth 
consecutive  year  of  breaking  old  records  and 
setting  new  standards. 

Materials  recycled  this  year  include:  computer 
paper  -  corrugated  cardboard  -  newsprint  -  office 
paper  -  phone  books  -  magazines  -  scrap  metal 
-  copper  -  aluminum  -  plus  other  small  amounts 
of  odds  and  ends.  NOTE:  If  you  haven't  already 
done  so,  recycle  your  old  phone  directories. 
Contact  your  building  Recycle  Coordinator  for 
additional  information.  Questions  concerning  the 
Recycle  Montana  program  can  be  directed  to  Bill 
Covey  at  444-9520'  or  visit  the  General  Services 
website  for  more  information. 

Electrical  Savings.  In  June  of  2001,  Governor 
Martz  ordered  a  10%  reduction  in  the 
consumption  of  electricity  throughout  all  state 
government  buildings.  As  of  this  date,  the  target 
reduction  has  been  met  in  the  Helena  area,  but 
state  agencies  need  to  continue  to  conserve  and 
identify  more  reduction  measures.  The  expected 
20%  price  increase  in  July  of  2002  will  require 
further  improvement  on  the  already  great 
progress.  Direct  any  questions  to  Clay  White  at 
444-3060. 

Helena  Area  Agencies  on  the  Move.  Many  state 
agencies  will  be  relocating  to  new  offices 
throughout  the  coming  year.  A  projected 
schedule,  subject  to  change,  follows: 

April  2002  Department  of  Revenue:        POINTS 

operations  relocating  to  1100  North  Main 
(Old  STARC  Armory) 

June  2002  Department  of  Commerce:  relocation  of 

entire  agency  from  1424  9*^  Avenue  &  836 
Front  Street  to  the  Old  Federal  Building 

June  2002  Department  of  Justice:  Some  operations 

moving  to  1712  9*  Avenue  (Old  P.E.R.D. 
Building) 

Septemt>er  2002     DNRC  Water  Resources  Div.):  relocating  to 
1424  9    Avenue  (Current  Commerce 
Building) 

DEQ's   Remediation   Division:   relocating  to 
1 1 00  North  Main  (Old  STARC  Armory) 
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RECORDS  RETENTION  SCHEDULE 
FOR  PROCUREMENT  RECORDS 

The  State  Procurement  Bureau  has  developed 
the  following  retention  schedule  for  procurement 
records  in  cooperation  with  the  Secretary  of 
State's  Records  Management  Bureau.  This 
schedule  meets  legal  retention  requirements 
and  provides  a  schedule  for  disposal.  It  is 
included  here  as  a  guideline  for  state  agencies 
wishing  to  establish  their  own  retention 
schedule.  The  SPB  utilizes  the  Secretary  of 
State's  Records  Management  Bureau  (RMB)  for 
its  offsite  records  storage. 


Solicitation  Files:  RFPs, 
IFBs 

1  year  after  termination, 
but  no  less  than  4  years. 
Solicitation  files  are  stored 
at  SPB  for  one  fiscal  year 
after  completion,  then  sent 
to  RMB. 

POs/POAs 

4  years  after  termination. 

Stored  at  SPB  for  one  year 
after  termination  and  then 
sent  to  RMB. 

Contracts 

8  years  after  termination. 

Active  files  stored  at  SPB 
and  then  sent  to  RMB. 

Insurance/Workers' 

Compensation 

Certificates 

Until  termination.  Stored 
at  SPB  until  termination, 
then  destroyed. 

Contract  Security 

8  years  after  contract 
termination.  Stored  at  SPB 
until  tennination,  then  sent 
to  RMB. 

ON  THE  LEGAL  FRONT 


As  we  go  to  print,  we  are  still  awaiting  the 
decision  of  the  hearings  officer  on  the  contested 
case  hearing  from  November  2001  concerning 
the  rejection  of  a  late  proposal  in  1999. 


TERM  CONTRACT  UPDATES 


Legal  Transcription  Services.  The  State 
Procurement  Bureau  was  approached  by  several 
agencies  in  2000  requesting  a  specific  contract 
for  legal  transcription  services  due  to  increased 
need  and  desire  to  have  multiple  contractors  to 
choose  from.  In  November  2000  SPB  signed 
term  contract  #SPB-01-16P  for  legal  transcription 
services  with  two  transcription  firms.  Since  that 
time  this  contract  has  been  used  once.     The 


questions  beg  to  be  asked:  "Why  isn't  this  contract 
being  used?  Is  it  flawed?  Have  the  proper  users 
been  notified  of  the  contract's  existence?  Has  the 
need  identified  in  2000  ceased  to  exist?  If  not,  how 
are  these  services  being  procured?"  These 
questions  must  be  answered  before  a  decision  to 
continue  this  contract  can  be  made.  Please  take  a 
few  minutes  to  research  your  agency's  usage  of 
these  services,  then  send  this  information  and  any 
comments  you  have  to  Penny  Moon  at 
pmoon@state.mt.us. 

New  Dell  Computer  Purchase  Contract  The 

State  Procurement  Bureau,  along  with  the 
Information  Technology  Services  Division,  has 
elected  to  replace  the  current  Dell  Term  Contract, 
#SPB00-06B,  with  the  Western  States  Contract 
Alliance  (WSCA)  agreement,  #92-00151,  effective 
April  1,  2002.  Please  reference  the  WSCA 
contract  number  on  all  orders  starting  April  1, 
2002.  All  Dell  personnel  will  remain  in  place,  as 
well  as  the  current  ordering  process.  The  entire 
agreement  will  be  available  on  the  SPB  website. 
This  change  is  necessary  to  offer  better  pricing  to 
state  agencies  through  volume  discounts. 

New  Term   Contract  for   Firm    Natural   Gas. 

Effective  July  1,  2002,  Commercial  Energy  of 
Montana,  Cut  Bank,  will  be  the  new  supplier  for 
firm  natural  gas  at  a  price  of  $3.10  per  dekatherm 
for  facilities  with  a  firm  storage  assignment  on 
NorthWestem's  pipeline,  or  $3.30  per  dekatherm 
for  facilities  without  firm  storage  service.  The  new 
contract  is  effective  through  June  30,  2004. 


PUBLIC  VEHICLE  FUELING  PROGRAM 


Have  changes  or  questions  concerning  your 
Wright  Express  account?  Contact  Tom  Gustin  at 
444-3312,  e-mail  tgustln@state.mt.us  (or  Carrie 
Muffick  at  444-3319  in  Tom's  absence).  Two 
exceptions  are:  (1)  When  a  card  will  not  process 
and  you  are  unable  to  obtain  fuel  at  a  gas  station, 
have  the  attendant  call  the  Wright  Express 
Customer  Service  line  immediately  (1-800-842- 
0071)  for  authorization  and  notify  your  fleet 
manager  or  Tom  Gustin;  and  (2)  If  you  note  ANY 
payment  discrepancy  on  an  invoice/statement, 
such  as  "phantom"  credits,  misapplied  payments, 
etc.,  please  contact  Lisa  Brisson,  Wright  Express, 
1-888-300-9040,  ext.  7016,  or  e-mail 
lisa  brisson@wrightexpress.com. 
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QUESTION  OF  THE  QUARTER 


Could  an  agency  pay  a  contractor  up  to 
$5,000,  plus  "expenses"  and  still  have  it 
count  as  a  "small  purchase"? 

In  short,  no!  What  we  have  to  look  at  here  Is 
the  "total  contract  value"  of  this  endeavor. 
Clearly  the  "expenses"  Involved  in  an  contract 
such  as  office  space.per  diem,  airfare, 
subcontractors,  etc.  are  related  to  the  agency 
paying  a  contractor.  To  try  to  pay  those 
expenses  as  something  other  than  part  of  the 
contract  is  clearly  violating  the  intent  of  the 
statute  that  says  purchases  cannot  be 
"articifically  divided  so  as  to  constitute  a  small 
purchase  or  limited  solicitation... ".(Section  18- 
4-305,  MCA.) 

On  that  note,  agencies  need  to  be  careful  to 
never  enter  into  a  contract  that  just  says  they 
will  pay  "expenses."  Unless  expenses  are 
defined  and  a  cap  put  in  place,  the  sky  could 
be  the  limit  as  to  what  a  contractor  could 
attempt  to  pass  on  to  the  agency.  For 
instance,  your  contract  might  say  that  it  will 
reimburse  costs  for  airfare.  But  did  you  specify 
whether  that  had  to  be  coach  class  or  could 
they  submit  the  bill  for  a  first-class  ticket?  Can 
they  submit  bar  tabs?  Costs  for  a  new 
computer?  Defining  these  items  up-front  can 
sure  eliminate  a  lot  of  headaches  when  those 
bills  start  rolling  in. 


PEOPLESOFT  UPDATE 


Vendor  Lists.  Need  a  list  of  vendors  who  can 
supply  a  specific  commodity  or  service  for  you? 
Look  no  further!  There  is  now  a  query  in 
PeopleSoft  that  will  provide  you  with  a  list  of 
vendors,  their  mailing  addresses  and  fax 
numbers  by  quote  group  item.  Anyone  assigned 
to  a  functional  operator  class  in  PeopleSoft  has 
the  ability  to  use  this  query. 

To  access  the  query,  go  to:  View/Navigator 
Display/Query/MTPO_Vendors  Per  Quote 
Group.  An  added  plus  with  this  query  is  that  you 
can  save  your  list  in  Excel. 

Use  this  query  in  conjunction  with  the  Quote 
Groups  Listing  found  at  the  State  Procurement 


Bureau's  website: 

http://www.discoveringmontana.com/doa/ppd/quot 

egroupassignments.pdf. 

For  further  assistance  with  this  query  or  for 
questions  regarding  the  Quote  Groups  Listing, 
please  contact  Bonny  Belling  at  444-3322  or 
bbelling@state.mt.us. 

Vendor  List  Cleanup!  The  Accounting  Bureau, 
along  with  the  State  Procurement  Bureau,  is 
spearheading  a  massive  cleanup  of  the  State's 
vendor  list.  Duplicate  vendors,  along  with  vendors 
that  have  had  no  activity  in  PeopleSoft  for  an 
extensive  period  of  time  have  been  targeted  in  this 
cleanup  effort.  A  one-hour  training  session  has 
been  scheduled  for  Thursday,  April  25th,  9  a.m.  - 
10  a.m.,  DPHHS  Auditorium,  to  address  any 
vendor  list  issues  and  to  assist  agencies  in  the 
use  of  the  vendor  list.  Agencies  are  invited  to 
send  all  staff  members  that  use  the  vendor  list  to 
this  training.  For  further  information  on  the  vendor 
list  cleanup,  contact  Bonny  Belling,  State 
Procurement  Bureau,  at  444-3322  or  Jenny 
Dargan,  Accounting  Bureau,  at  444-5231. 


PURCHASING  USERS  GROUP 


The  next  meeting  of  the  Purchasing  Users  Group 
will  be  Thursday,  July  11,  2002,  from  1  p.m.  to  4 
p.m.  in  the  Public  Health  and  Human  Services 
Auditorium,  111  North  Sanders  in  Helena. 
PLEASE  NOTE  NEW  LOCATION. 


THINK  ABOUT  IT 


"The  difference  between  perseverance  and 
obstinacy  is:  that  one  often  comes  from  a  strong 
will,  and  the  other  from  a  strong  won't. " 

—  Henry  Ward  Beecher 


ABOUT  THIS  NEWSLETTER 


"GSD  Update"  is  published  quarterly  by  the  General 
Services  Division  of  the  Montana  Department  of 
Administration.  For  more  information,  or  to  get  on  the 
mailing  list,  contact  us  at  (406)  444-2575.  Our  address 
is:  P.O.  Box  200135,  Helena,  MT  59620-0135.  Fax 
number:  (406)  444-2529.  Website  address: 
www.discoverinqmontana.com/doa/ppd. 
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